Sunil XXXX
98********
SXXXXXXX@rediffmail.com
SUMMARY
· Ability to work in fast paced environment with multiple tasks.
· Possess good communication skill and management skills, detailed oriented and team player.
· Strongly believe in logical thinking and have analytical bent of mind.
· Good working knowledge of MS Excel, Word, PowerPoint, 9 years’ experience of handling the Operations for Telecom companies Reliance Web Store ltd and Bharti Cellular Limited.
· Presently working with RelianceWebstore Ltd.
WORK EXPERIENCE
Company: XXXXXXXXX
Designation: Retail Lead Operation Executive
Duration: (XXXXX to XXXXXXXX) 

Responsibilities
· Stock Management: Daily stock Auditing with the system reports, store stock fulfillment as per the store sale requirement, keeping all store stock responsibility.
· And keeping the records of store promotional activity and stock.
· Cash Management: Daily Cash auditing with the system reports, Cash collected from the executives at the end of the day as per system reports and deposited/handover to cash collection agency on the next day.
· Asset Management: Store Assets auditing. Keeping all records of store assets in soft copy.
· And raise requisition to head office for new assets as per store requirement.
· Store Expense Management: managing store Impreset/petty expenses as per the requirement of daily Routine working.
· Preparation of Store reports & MIS.






Company : XXXXXXXXXX
Designation : Commercial Executive
Duration : ( XXXX to XXXXXX)

Responsibilities
· [bookmark: _GoBack]Data collection from all Collection points & updatation in billing system - Kenan on a daily basis.
· Resolving of Payment related complaints of subscribers within the SLA.
· Reconciliation of Receipt Books & maintains of Receipt Record - Issue/Recd.
· Preparation of waivers (Late payment charges), adjustment & security refunds and updatation in Kenan before bill run.
· Maintain proper record of Cheque Bounce & timely reversal in Kenan.
· Reconciliation of All Collection (Channel Network) Points.
· Reconciliation of Banks.
· Reconciliation of Debtors.
· Voucher updatation in Oracle financial package.
Dealer channel network
· Handling dealer channel network of collection dealers, Processing monthly commission and incentives.
Collection and recovery
· Bad debts recovery, monitoring outbound calling team, monitoring of field staff, infracting with the Agency, Handling all types of customer queries related to billing.
MIS
· Generating all MIS related to credit control activities.
Other activities
· SMS Broadcasting, Barring/unbarring customers & Service restriction & restoration
ACCOUNTS
· Banks Reconciliation and Debtors Reconciliation.
· Security Deposits.
· Checking of Security Deposits In Oracle/Tally.
· Preparation of Journal Voucher and Payment Vouchers in Oracle/Tally.
· Preparation of Cheques.
· Preparation of Letter's to Subscribers.
ACHIEVEMENTS
· Best Performance Award and Certificate 2007 From Circle Head XXXXXXXX.
· Best Performance Award and Certificate 2008 from Circle Head XXXXXXXX.
EDUCATION
· Post Graduate in Commerce (M.COM) from XXXXXXXXX University
PROFESSIONAL QUALIFICATION
· Advance Diploma in Computer software (For One Year) From XXXXXXXXX
PERSONAL DETAILS
Date of Birth:
Language:
Address:
